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Notice of Appearance and
Request for Notice

This process consists of two (2) major parts: Filing the Notice of Appearance and Request
for Notice, and Adding the Creditor(s) to the Creditor Database. Each part will be
accomplished using a separate menu item. This module will also explain how to query for
creditors that were added to a bankruptcy case.

Filing the Notice of Appearance and Request for Notice:

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main Menu.
(See Figure 1.)

i
Bankruptcy + Adversary o Query + Reports « Utiities « Logout o

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen is displayed. (See Figure 2.)

Bankruptcy Events

AnswerResponse...
Appeal

Batch Filmgs

Claitn Actions

Court Events

Creditor Maintenance. ..
File Claime
Motiens/Applications
Multi-Casze Docketing
Motices

Open a BE Casze
Orders/Opinions. .
Other

Plan

Trustee/TTS Trustee
Trustee's 241 Filings

Figure 2

L 2 Click on the Notice hyperlink.
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STEP 3

NOTE:

STEP 4

*

NOTE:

*

The CASE NUMBER screen is displayed. (See Figure 3.)

EE F Bahkruptcy + Adwversary + Query « Reports « Utilities + Logout

Miscellaneous

Case Number

|31—2 3236 09.12345, 1:99-bk- 12345 or 1-09-bk-12345

Nextl Clearl
Figure 3

If you have already accessed a case in this session, the number
of the last case accessed will be displayed. Accept this number if
it is the correct case for this application, or enter the correct case
number (YY-NNNNN), to include the hyphen.

Click on the [Next] button to continue.

The EVENT SELECTION screen is displayed (See Figure 4.)

Bankruptcy + Adversary + Query + Reports -« Utilities + Logout

Miscellaneous

01-23236 Debra L. Dodson

Involuntary Sumrons Service Executed 1=l
Involuntary Summaons Service Unexecuted

otice of Appearance and Request for Motice
Motice of Change of Address J
Objection to Debtar's Claim of Exemptions
Cperating Report
Froposed Order
Reaffirmation Agreement =l

Mext Clear

Figure 4

Scroll to display the Notice of Appearance and Request for Notice
event.

Typing the letter “n” will display the first event starting with that
letter.

Click to highlight, then click on the [Next] button to continue.
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STEP 5 The CASE VERIFICATION screen is displayed. If this is the correct
case, click on the [Next] button to continue. (See Figure 5.)

EE F Bankruptcy - Adversary - Query - Reports - Utilities -« Logout

Miscellaneous:
01-23236 Debra L. Dodson

Figure 5

STEP 6 The ATTORNEY SELECTION screen is displayed. In this example,
Benjamin Matlock is representing American Express. Both the attorney

and creditor must be added to the case. (See Figure 6a.)

EE F Bankruptcy + Adversary + Query + Reports + Utilities + Logout

Miscellaneous:
01-23236 Debra L. Dodson

Select the attorney(s)

Williams, Bruce Esg. (333274)

Addicreate new artom8§
Mext | Clear |

Figure 6a

2 The ATTORNEY SEARCH screen appears. Enter the attorney’s name in
the Last name field and click on the [Search] button to continue.

(See Figure 6b.)

Search for an attorney

Bar Id I
Last name Iﬂatluck

Search Clear
k

Figure 6b
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2 Click/Select the attorney and then click on the [Select name from list]
button to continue. (See Figure 6c¢.)

NOTE: Your search may find more than one person having the same
name as shown in Figure 6c. Clicking on each of the names will
display a window with the person’s address information for
verification.

If none of the addresses are correct for your attorney, you can
either 1.) modify the address (for this case only) on the following
ATTORNEY INFORMATION screen, or 2.) click on the [Create
new attorney] button to add a new person record with this
address to the court’s attorney roll. Follow local guidelines.

z —-3
UE F Bankruptcy + Adversary s Query + Reports -« Utilities + Logout o

Search for an attorney

Bar Id I

=] IR (Porson Adicesey - tseape | <]
Search | Clear Benjamin Matloeclk, Jr.

Bar Id:

Matlock & Matlock Law Offices
3001 Forrester Circle
Attnmey search results Pleasantwville, Ik 78333

Matlack, Benjamin =l

Matlock, Benjamin

-

Selact name from list | Create new attorney

Figure 6¢

L 2 Verify the attorney’s name and address from the ATTORNEY
INFORMATION screen, and click on the [Add attorney] button to
continue. (See Figure 6d.)

NOTE: Any address changes that are made will affect only the
attorney’s information on this case, not the attorney’s
Person record.

= =
3] F Bankruptcy  +  Adversary + Query + Reports + Utilities « Logout '7-
EC L4

Attorney Information
Bernjamin Matlock Jr. Bar Id:Unknown Bar Status:Unknown
Office IMat,J.ac:k & Matlock Law OQff Address 1 ISDDI Forrester Circle
Address 2 | Address 3 |
City IPleasantv:.J.le State l?
mp s ] ol |
Fhone I— Fax l—
E-mail I Lead attorney m
Add attorney | Cancel attormey | Clear |
Figure 6d
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CM/ECF Court

The filing attorney can now be selected from the ATTORNEY
SELECTION screen. Click on the [Next] button to continue.

(See Figure 6e.)

2

2
Reports + Utilities + Logout '_.-
=

EE F Bankruptcy +  Adversary  + Query

Miscellaneous:
01-23236 Debra L. Dodson

Select the attorneyis)

hiatlock, Benjamin Jr. (4281
Williams, Bruce (1513

|&dd/create new attorney

Mext Clear

Figure 6e

The PARTY SELECTION screen is displayed. (See Figure 7a.)

| EE F Bankruptcy + Adversary + Query -«

Miscellaneous:
01-23236 Debra L. Dodsen

STEP 7

3
Reports + Utilities +« Logout 9
-

Select the Party:

Dodson, Debra L. [pty:db] & Add/Create New P
Mayfair, Julian [tr:tr]

hoore, Steve [ust:ust]

Mest Clear

Figure 7a

Click on the [Add/Create New Party] hyperlink to add the creditor.

Enter the creditor's name in the Last/Business name field of the PARTY
SEARCH screen and click on the [Search] button to continue.

(See Figure 7b.)
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EE F Bankruptcy  +  Adversary + Query + Reports -« Utilities « Logout
Search for a party

SSN I Tax Id
Last/Business name Iﬂmerman Expres

Search | Clear
Iy

Figure 7b

* If the creditor was found, click on the [Select name from list] button on
the PARTY SEARCH RESULTS screen to continue. (See Figure 7c.)

NOTE: Your name search may find more than one record having the
same name as shown in Figure 7c. Clicking on each of the
names will display a window showing the party’s address
information for verification.

If none of the addresses are correct for this party, you can either
1.) modify the address (for this case only) on the following PARTY
INFORMATION screen, or 2.) click on the [Create new party]
button to add a new person record with this address.

-
Bankruptcy + Adversary + Query + Reports + Utilities + Logout 9
=
Search for a party
SSN | TaxTd |
LastBusiness name [ B CPeiSuAia8ESE A = <]
American Express
MM 3091 Sizemore Rd.
Dallas, TX 78555
Party search results

Select name from list | Create new party

Figure 7c

NOTE: If the search was unsuccessful, click on the [Back] button
on the Navigation Tool bar and perform another name
search, or click on the [Create new party] button to add
the new party.
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2 Remove all of the creditor’'s address information (if any) that was
defaulted from the search. Make sure the role type is Creditor, and click
[Submit] to continue. (See Figure 7d.)

Party Information
American Express SSN:Unknown Tax Id:01-99999000
Office | Address 1 |
Address2 | Address 3 |
cig [ State [ | zp [ |
Comty [ ] Comtry [ |
Fhone | | Fax [
E-mail |
ProSe [no o Role [Creditor (cren &
Party text | ks
Submit | cancel | Clear |
Figure 7d
2 Select American Express as the filer and click on the [Next] button to

continue. (See Figure 7e.)

Miscellaneous:

01-23236 Debra L. Dodson

Select the Party:

i B

Add/Create Mew Party

Mayfair, Julian [trtr]
Moore, Steve [ustiust]

B
Mext Clear
Figure 7e

2 Create the Attorney/Party association by clicking in the check-box
provided on the ATTORNEY/PARTY ASSOCIATION screen.
(See Figure 7f.)
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EE F Bankruptcy « Adversary + Query + Reports + Utilities + Logout

Miscellaneous:
01-23236 Debra L. Dodson

The following attorneyiparty associations do not exst for this case.
Please check which associations should be created for this case:

¥ American Ezpress, (crior) represented by Matlock, Benjamin Jr. (aty)

Figure 7f

STEP 8 The PDF DOCUMENT screen is displayed. (See Figure 8a.)

EE F Bankruptcy + Adversary + Query « Reports « Utilities + Logout

Miscellaneous:

01-23236 Debra L. Dodson

Date document filed (mandatory)

10/23/2001
Select the pdf document (for example: CA159cw501-21 pdf).
Filename
| Browse...
Attachments to Document: ® Mo O Tes
Mext Clear
Figure 8a
L 2 If you have no PDF document to associate with this filing, click on the
[Next] button to continue.
2 If you do not enter a PDF document, a warning message box displays

(See Figure 8b.). Thisis information presented only as a reminder.

bictest.aotx.ao. den - | JavaSCripEipDUCHUUNNN * |

& Mote: You have not zelected a document.

).

Figure 8b

2 Click on the [OK] button to continue.
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The option to assign a document number to this entry may then be

presented (See Figure 8c.) Select the appropriate radio button.

Click on the [Next] button to continue.

Skip to STEP 10 if there is no PDF document to associate with this

If there is a PDF document associated with this entry, follow these steps:

Click on the [Browse] button, then navigate to the directory where the

appropriate PDF file is located and select it with your mouse.

L 2
[ext Clear
Figure 8c
g
g
notice.
STEP 9
g
L 2

To make certain you are about to associate the correct PDF file for this

entry, right-click on the filename with your mouse and select Open.

(See Figure 9a.)

Look ir: |a FDF Files

RleUpload R

| = &= & Er

-E complaint. pdf @ HaoticeWolConvta?. pdf ﬂ Feceipt.pdf
T Copy of appttr, POF ﬁNTCﬁ«BN.F’DF @HEQAEN.PD
Histary E Copy of sched?. pdf ﬂ Objection. pdf @ Responze.po
" T CREDDISK.PDF Order - Derying. pdf ﬂ SCHEDO . pdl
T D eclaration. pdf Select E Scheduls F.p
] D ocument POF ﬂ Schedules &.
T Eshibit & - Wal Petit @ Strnt af Imbenl
T E sehibit. plf Print '@ SUMMOMS
jointrotion. POF ﬁ Supplement.f
Motion.PDF Scan for Viruses... T Trustee 341 |
Motice of Appearar @Voluntar}l Pel
Make Available Offline H
—  Open With r
File narne: IE j
Send To L
Files of twpe: IE j Caticel |
Cut ki
Figure 9a
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2 This will launch the Adobe Acrobat Reader to display the contents
of the PDF document. Verify that the document is correct.

L 2 Close or minimize the Adobe application after verifying the correct
file and click Open on the File Upload dialogue box.
(See Figure 9b.)

File Upload
Lok in: | 3l PDF Files - = &k Er
-E complaint, pdf ﬂ MoticevolConvto?. pdf E Receipt.pdf
7 Copy of appttr PDF TNTCABM POF T REQAEN.FD

Hiztary E Copy of schedl. pdf E Objection. pdf E Fiesponse.pc
@ | CREDDISK.FOF T Order - Derping pdt T 5CHEDD.pdi
L

E Declaration.pdf @ (Order - Filing Fees.pdf E Schedule F.p
E Document. POF E Order - Granting. pdf E Schedules &
T Ewbibit A - Vil Petition, pof T Order. pdf T Stmt of Inten
7] E shibit pdf FOF ZIF T SUMMONS
jointrnction. POF ﬁ ProafClairm. pdf E Supplemet.p
Fation.PDF '@ Proposed Order.pdf '@ Trustee 341 |
il Motice of Appearance. pdf @ Fieaffirmation. pdf ﬂ\r"oluntar}l Pel
| b
File name: INotice of Appearance. pdf j Open [ I
Files of type: IAII Filez %) j Caricel |
F
Figure 9b
2 Accept the default setting of No to the Attachments to Document

prompt. Attachments will be covered in another module.
2 Click on the [Next] button to continue.
2 A message may be displayed instructing you to add the creditor using the

Creditor Maintenance menu item (See Figure 9c.). This process will be
discussed in Step 13.

]
EE F Bankruptcy + Adversary + Query + Reports + Utilities + Logout ?

Miscellaneous:
01-23236 Debra L. Dodson

MNext Use The Creditor Maintenance Function To Add The Creditor Record.

Mext Clear

Figure 9c

2 Click on the [Next] button to continue.
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STEP 10 The FINAL TEXT EDITING screen will then be displayed.
(See Figure 10.)

| EE F Bankruptcy + Adversary + Query + Reports -« Utilities + Logout

Miscellaneous:
01-23236 Debra L. Dodson

MNotice of Appearance and Request for Notice Filed by Benjamin Matlock Jr. on ;l
behalf of American Express . (LG)

Mext Clear |

Figure 10

NOTE: To abort or restart the transaction at any time up until the
final docket text screen, click the Bankruptcy hyperlink on
the Menu Bar.

L 2 If the text is correct, click on the [Next] button to continue.

CAUTION: This is your last chance to change anything before the
final submission!
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STEP 11 The NOTICE OF ELECTRONIC FILING screen will be displayed.
(See Figure 11a.)

= C 5
UE F Bankruptcy +« Adversary s+ Query + Reports « Utilities -+ Logout ?

Miscellaneous:
01-23236 Debra L. Dodson

Motice of Electronic Filing
The following transaction was received from Benjamin Matlock on 10/23/2001 at 846 AW CDT

Case IName: Debra L. Dodson
Case Number: 01-23236
Document Number: 2

Docket Text:
Motice of Appearance and Request for Netice Filed by Bengamin Matlock Jr. on behalf of Amencan Express . (LG)

The following document(s) are associated with this transaction:

Document deseription:}ain Decument

Original filename: O/CMECE/PDE Files/Motice of Appearance. pdf

[Electronic document Stamp:

[STAMP blecfStamp ID=3%38402215 [Date=10/23/2001] [Filelumber=1453-0] [
acd3d2fiRe014132{356508 1961290832055 3b6c0580b55a2e 26 13000959 1oc8ald
114403698 1e3857a8a302bocdd883a4d 1687221 14b36876f6608c7a]]

01-23236 Notice will be electronically mailed to:
Bruce Willams — willamsh@law. com
01-23236 Notice will not be electronically mailed to:

Benjarnin Matlock

Matlock & Matlock Law Offices
3001 Forrester Circle
[Pleasantwille, T4 783373

Tulian Maytair

Tlayfar & Mayfar

Eeynolds Plaza

101 E. Kingfisher Boulevard
Mew Orleans, LA 70130

Figure 11a

2 Clicking on the case number hyperlink on the Notice of Electronic Filing
will present the docket report for this case.

2 Clicking on the document number hyperlink will display the PDF image of
the document just filed.

* To save a copy of this electronic receipt, click [File] on the browser menu
bar and select Save Frame As, or click the browser [Print] icon to print a
copy of this electronic receipt.
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NOTE: This event automatically sets the Notice of Appearance
flag as a portion of the Docket Sheet illustrates below:
(See Figure 11b.)

UE F Bankruptcy + Adversary + Query + Reports + Utlities + Logout ?

NTCAPR
%

U.S. Bankruptcy Court
Bankruptcy Test Database (panda) (S5an Antonio)
Bankruptcy Petition #: 01-23236

Figure 11b
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Adding the Creditor(s) to the Creditor Database:

The list of creditors provided by the debtor at the time the petition is filed resides in a different
database from the creditors and other parties to the case. To make sure this new creditor is
included in all future noticing, they must be added through this separate process.

STEP 12

STEP 13

*

Click the Bankruptcy hyperlink on the CM/ECF Main Menu.
(See Figure 12.)

]
Bankruptcy +  Adversary + Query + Reports .« Utiities + Logout Q_

Figure 12

The BANKRUPTCY EVENTS screen is displayed. (See Figure 13.)

Bankruptcy Events

AnswerResponse...
Appeal

Batch Filmgs

Claitn Actions

Court Events

Creditor Maintenance. ..
File Claime
Motiens/Applications
Multi-Casze Docketing
Motices

Open a BE Casze
Orders/Opinions. .
Other

Plan

Trustee/TTS Trustee
Trustee's 241 Filings

Figure 13

Click on the Creditor Maintenance... hyperlink.
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STEP 14

STEP 15

2

STEP 16

Click on the Enter individual creditors hyperlink on the CREDITOR

MAINTENANCE screen. (See Figure 14.)

e
EE F Bankruptcy + Adwversary + Query + Reports « Utilities + Logout ?
c £

Creditor Maintenance
Enter indrnicual creditors
Upload a creditor matrix file
Edit creditors

Figure 14

The CREDITOR PROCESSING screen is displayed. (See Figure 15.)

Y
EE F Bankruptcy + Adversary + Query + Reports « Utilities + Logout ?

Creditor Processing

Case Number

01-23236 99.12345, 1.99-ble- 12345 or 1-99-bk-12345

M Clear
Figure 15

NOTE: If you have already accessed a case in this session, the
number of the last case accessed will be displayed.
Accept this number if it is the correct case for this
application, or enter the correct case number (YY-
NNNNN), to include the hyphen.

Click on the [Next] button after entering the case number.

The ADD CREDITOR(s) screen will appear. (See Figure 16a.)

= c ]
UE F Bankruptcy + Adversary + QOuery ¢ Reports « Utilities + Logout ?

Add Creditor(s)

Case number 01-23236 Debra L. Dodson

Name ||

Address 1 |

Address2 |

Address 3 |

Address 4 |

Address5 |

Type |Cred\mr B

Creditor committee @ 1o € Ves
@ Contimue To Enter € Last Entry

Nextl Clearl
Figure 16a
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Enter the name of the creditor in the Name field.

Enter the information of the attorney representing the creditor in the
Address fields. Follow local guidelines.

NOTE: Include “c/o” before the attorney’s name since he/she will
be the one notified.

If your court wants a separate “Appearance List”, use the drop-down list
in the Type field and select Notice of Appearance as the type of
creditor, otherwise accept the creditor type default (Creditor).

Leave the radio button default of No for the Creditor Committee.

Click on the Last Entry radio button since this is the only creditor that will
be added.

Click [Next] to continue. A screen will appear informing you of the
number of creditors about to be added. (See Figure 16b.)

| EECF Bankruptcy + Adversary .« Query + Reports -« Utilities + Logout 6
Add Creditor(s)

Total Creditors Entered 1

Subrmit |

Figure 16b

If the number of creditors is correct, click on the [Submit] button to
continue. The CREDITORS RECEIPT screen will appear displaying the
case number and the number of creditors that were added to the Creditor
Database. (See Figure 16c¢.)
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)
EE F Bankruptcy  »  Adversary + Query s+ Reports -+ Utilities + Logout o_

Creditors Receipt

Case MNumber 01-23238
Total Creditors Added to Database |1

File & Proof Of Claim

Eeturn To Creditor Maintenance 2enu

Figure 16¢
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Query a Creditor:

STEP 17 Click the Query hyperlink on the CM/ECF Main Menu.
(See Figure 17.)

=
EECF Bankruptcy +  Adversary + Query + Reports + Utiities + Logout ?

Figure 17

STEP 18 The QUERY screen is displayed. (See Figure 18.)

= C 2
UE F Bankruptcy + Adversary .« Query + Reports -« Utilities + Logout o

Query

Search Clues
Case Mumber [oi-zazze | (Example: 39-80013)
LastMame [ | (Examples Desotn, Des™)
FistMame [ | Micdle Mame I
SEh 1 Tax ID I
Type |—;|
Run Query _Clear |

Figure 18

NOTE: If you have already accessed a case in this session, the number

of the last case accessed will be displayed. Accept this number if
it is the correct case for this application, or enter the correct case
number (YY-NNNNN), to include the hyphen.

2 Click on the [Run Query] button to continue.
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STEP 19

STEP 20

2

Choose Creditors... as the Query Type. (See Figure 19.)

Bankruptcy + Adversary s Ouery + Reports « Utilities « Logout

01-23236 Debra L. Dodson
Case type: bk Chapter: 7 Asset: Yes Vol: v Judge: Lilian Strasherg
Date filed: 10/23/2001 Date of last filing: 10/23/2001

Query

Aliages Histery/Diocuments ...

Associated Cases Judge

Attorneys Motions Eeport ...

Calendar - Monthly ... INetice of Bankruptey Case Filing

Case Sumnmary Parties

Creditors ... Related Transactions .

Deadlines/Heanings ... Status

Docket Eeport Trustee

Filers ...
Figure 19

The CREDITOR SELECTION screen is displayed. (See Figure 20.)

z —.
UE F Bankruptcy » Adversary + Query « Reports -« Utilities - Logout ?

Creditor Selection

Creditor type J§
Creditar
Administrative =l
Run Query C\earl
Figure 20
NOTE: Clicking on the “blank” selection in the window will query

for all types of creditors.

Accept the default of “blank” (all creditors) and click on the [Run Query]
button to continue.
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STEP 21

STEP 22

The CREDITORS QUERY RESULTS screen lists all the creditors on the
case having the type that was selected on the previous screen. Case
summary information is also available. (See Figure 21.)

=
EE F Banhkruptcy +« Adversary + Query + Reports -« Utilities + Logout '?

01-23236 Debra L Dodson
Case type: bk Chapter: 7 Asset: Yes Vol: v Judge: Lilian Strasherg
Date filed: 10/23/2001 Date of last filing: 10/23/2001

Creditors

American Express

cfo Bemjarmm Matlock Jr
3001 Forrester Circle
Fleasantwille, 14 78333

(ntcapr)

GMAC

cfo Charles Massey

1223 Mockingbird Lane {cr)
Suite 234

San Antonio, T2 78293

Republic Finance

cfo Bruce Williams

Wiliams & Barenofsky {cr)
555 Huntington Place

Portland, ME 04115

Figure 21

To produce a creditor list by type, select one (or more using the Ctrl key)
of the creditor types from the list. (See Figure 22a.)

= C 2
UE F Bankruptcy + Adversary ¢ Query - Reports -« Utilities -« Logout ?

Creditor Selection

20 Largest Unsecured Creditors =]
Lirnited Matice
Motice of Appearance j

Run Query C\earl
Figure 22a

Creditor type

The list below displays all creditors of the type selected on the previous
screen. (See Figure 22b.)

)
Bankruptcy +«  Adversary + QOuery + Reports - Utilities . Logout ?

01-23236 Debra L. Dedsen
Case type: bk Chapter: 7 Asset: Tes Vol: v Judge: Lillian Strasberg
Date filed: 08/24/2001 Date of last filing: 028/24/2001

Creditors

American Express

c/0 Benjamin Matlock Jr.
2001 Fotrester Circle
Pleazantwille, 1A 78333

{ntcapr)

Figure 22b
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NOTE: When filing a claim, one must first search this creditor
database for the claimant. That search is type specific,
unlike the creditor search in Query. Users may need to
make more than one search before finding the creditor.

Creditor lists can also be found under:

Utilities — Mailings — Creditor Mailing Matrix
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